
DRAFT

SQIG ORGANIZATION

Title: CONTROL AND DISTRIBUTION OF SQIG DOCUMENTS AND
RECORDS

Page 1 of 7

Number:  SQIG-002 Revision Number:  0

Document Control Information
ATTENTION

The attached document was obtained from the SQIG Website and may be used to perform work.

The controlled copy of this document resides on the SQIG Website.  The copy printed from the Internet is not
controlled.  Users of documents printed from the Internet are personally responsible for ensuring that the most
current version is used to perform work.  Do not retain the printed copy to perform future work without first
verifying that it is the most current version.  The most current version is on the Internet.

The record copy of this document is filed with the SQIG Document Control Coordinator

Responsible Organization:  SQIG Steering Committee

Signature Approval:

______________________________________________
SQIG Chair Date



ORGANIZATION PROCEDURE
Title: CONTROL AND DISTRIBUTION OF SQIG DOCUMENTS AND RECORDS Page 2 of 7

Number:  SQIG-002 Revision Number:  0

1.0 PURPOSE

1.0 The purpose of this procedure is to establish the process for the control and distribution
of Supplier Quality Information Group (SQIG) documents and records.

2.0 SCOPE

2.1 The requirements of this procedure are applicable to all SQIG members.

3.0 RESPONSIBILITIES

3.1 The following entities have responsibilities in this procedure:

• Document Control Coordinator
• Database Administrator

4.0 PROCEDURE

4.1 GENERAL REQUIREMENTS

4.1.1 The DCC is the point of contact and is responsible for ensuring actions of this
procedure are followed.

4.1.2 The controlled copy of SQIG documents and records resides on the SQIG Homepage
and takes precedence over all copies.

4.1.3 All document change notices (DCNs) shall be incorporated into the SQIG documents
as they occur.  Additionally, the DCN(s) will be electronically linked to the affected
SQIG procedure.

4.1.4 Upon receipt of a new or revised SQIG procedure, the DCC shall review if for:

• Proper format
• Revision Number
• Document Numbering
• Approval Signature

4.1.5 Produce a file copy and place it in the records files.

4.1.6 Provide an electronic copy to the Database Administrator for placement in the
procedures section of the SQIG Homepage.
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4.2 DISTRIBUTION

4.2.1 All controlled copies of the procedures will reside on the SQIG Homepage.

4.2.2 A request for hard copies of the SQIG controlled documents will be honored for any
person not having access to the Internet.

4.3 REQUEST FOR COPIES OF DOCUMENTS AND RECORDS

4.3.1 When a request for a copy of a document or record, the requestor shall contact the
applicable contractor that is the record holder either by phone or e-mail.

4.3.2 The contractor will then make copies of the following documents; the checklist, audit
report, and any objective evidence that is applicable to that document.

4.3.3 Along with the documents, the contractor will include the SQIG Release Form, (see
Appendix A).

5.0 TRAINING

5.1 No training is required

6.0 FORMS

6.1 None

7.0 RECORDS MANAGEMENT

7.1 This procedure generates the following records:

Procedures

8.0 REFERENCES

8.1 SQIG Management Plan

9.0 APPENDICES

9.1 Appendix A:  SQIG Release Form [Typical].

9.2 Appendix B: Change Notice [Typical]
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APPENDIX A

RELEASE AUTHORIZATION

Letter Number:   (Letter Number)

Document Title:  (Supplier Name)

Legal Disclaimer.        This report was prepared as an account of work sponsored by an
agency of the United States Government.  Neither the United States Government nor any
agency thereof, nor any of their employees, nor any of their contractors, subcontractors or their
employees, makes any warranty, express or implied, or assumes any legal liability or
responsibility for the accuracy, completeness, or any third party’s use or the results of such use
of any information, apparatus, product, or process disclosed, or represents that its use would
infringe privately owned rights.  Reference herein to any specific manufacturer, or otherwise,
does not necessarily constitute or imply its endorsement, recommendation, or favoring by the
United States Government or any agency thereof or its contractors or subcontractors.  The
views and opinions of authors expressed herein do not necessarily state or reflect those of the
United States Government or any agency thereof.

Distribution Limitation.      This document has not been approved for public release and is
made available solely for use in performance of work under contract with the U.S. Department
of Energy.  This document is not to be published nor its content otherwise disseminated or used
for purposes other than specified without clearance approval for such release or use has been
secured from (name of your DOE site) and the U.S. Department of Energy.

(Name of DOE Site)

(your name)                                        (date)
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APPENDIX B
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APPENDIX B
(cont)
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APPENDIX B
(cont)


